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Finally, please ensure that the 
following message appears as an 
AutoSignature at the bottom of all 
messages you send from Trust 
facilities: 
 

The information contained in this 
e-mail may be subject to public 
disclosure under the Freedom of 
Information Act 2000.  Unless the 
information is legally exempt from 
disclosure, the confidentiality of 
this e-mail and your reply cannot 
be guaranteed. 
 

If you receive a request please 

pass it on to the FOI officer. Do 

this quickly!   
 

The 20 working day period 

starts when the request is 

received by a public authority, 

not when it reaches the ‘right’ 

desk: cwp.foi@nhs.net 

 

The information in the leaflet was 
valid at the date of production Jan 
2021 and is due for review in Jan 

2023 
 

Leaflet code: G-FOI-21-673 
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In brief 
 

The Freedom of Information Act 2000 provides 
public access to information held by public 
authorities.  

 

It does this in two ways: 
 

 Public authorities are obliged to publish 
certain information about their activities via 
their Publication Scheme; and  

 

 Members of the public are entitled to 
request information from public authorities.  

 

The Act covers any recorded information that 
is held by a public authority in England, Wales 
and Northern Ireland, and by UK-Wide public 
authorities based in Scotland.  
 

Public authorities include government 
departments, local authorities, the NHS, state 
schools and police forces.  

Members of the public can also request 
information under Data Protection Legislation, 
which among other things gives individuals 
access to their personal information. In 
addition, The Environmental Information 
Regulations 2004, which gives people access 
to environmental information. 

 

Personal Information 
 

The Act does not give people access to their 
own personal data (information about 
themselves) such as their health records or 
credit reference file. If a member of the public 
wants to see information that a public authority 
holds about them, they should make a subject 
access request under Data Protection 
Legislation. 
 

What to do if you receive a Subject Access 
Request? 

If you receive a Subject Access Request please 
forward the request to: 

Cheshire: 
cwp.westaccesstohealthrecords2@nhs.net  

Wirral: 
cwp.wirralacesstohealthrecords@nhs.net 
 

Who can make an FOI request? 

Anyone can make a Freedom of Information 
request—they do not have to be UK citizens, or 
resident in the UK. Freedom of Information 
requests can also be made by organisations, 
for example, a newspaper, a campaign group, 
or a company.  

How do I recognise an FOI/ Environmental 
Information request? 

Anyone can make an FOI request to any 
department/ service within the Trust.  

The Freedom of Information Act covers any 
information held by this Trust in any tangible 
form, including electronic, video & audio 
recordings and microfiche. 

Almost anything in writing which asks for 
information will count as an FOIA request, but 
technically requests must: 

- Be in writing; 
- Include the applicant’s real name; 
- Include an address for correspondence; 

and 
- Describe the information requested.  

Timescales 
 

FOIA requests must be dealt with promptly and 
in any event must be responded within 20 
working days of receipt.  A request is 
received when it is delivered to the public 
authority.  
 

What do I do if I receive an FOI request? 

In order to support the Trust in ensuring 
compliance with its statutory obligations all 
Trust staff must:  
 

1. Forward immediately any requests 
received to the FOI Officer  

 

Post:    FOI Officer 
            Redesmere 
            Cheshire and Wirral Partnership NHS                
            Foundation Trust 
            Countess of Chester Health Park 
            Liverpool Road 
            Chester, CH2 1BQ 
            Tel. 01244 393168 
  

 Email: cwp.foi@nhs.net 
 

2. Fully assist the team with requests for 
information, paying particular attention 
to deadlines and guidelines for provision 
of information.  

 
Under no circumstances may staff respond 
to requests for information directly to the 
requestor without seeking advice or 
approval from the FOI Officer.  
 

Office Management Systems 

- Keep your files and records in order. 

- Remember that whatever you write, 
minutes, emails, etc. are disclosable  

- The act is fully retrospective.  The public 
are able to access any information, 
including that which was created prior to 
January 1st 2005. 

Please remember that there is a chance that 
the e-mail you thought to be confidential 
may be seen by people for whom it was not 
originally intended.   

 

mailto:cwp.westaccesstohealthrecords2@nhs.net
mailto:cwp.wirralacesstohealthrecords@nhs.net
mailto:cwp.foi@nhs.net

